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€ Reports will be pr Spar od fa cecende sec whth Pose A, B, or G, 
shorm as attashmeats to this BOEVANOLC Bo 


3. RESPONSIBLLIETES 


@ Chiefs of Schools wilh dc svelop mechods 
studexzts in COUPGCS, WIL detexvaiue Gos 
WALL xeview oll reports bePoxe Gleerls utd 


oF arpreisizg progrese of 
i Por weports, end 


d. Chief Instructors will prepare Yaporsa om stuflemts in cecordenec 
with the instructions end prescures vxtlines da Paras rexeph bk, 


@ Chief, Assosanent aod Bvaluatiga Store, wid. mealnkain Chas 
offielal “Ie oF be cimlng xeports aud 212 onduor Inqutetog on 
“ashLevemans’ of students “in volcticn 4 Sos 5 a 18, eseasymcaty date. 
Reperts vwntea canprise only | certi ric: actcadanes wilh 
not be retcAned by the A&E Svar? aad Cho Cie Hilo copy of ecleeientk 
training reports will be retoinca ‘fer Caly Svo yeoss after ecuplhe- 
tion of ¢ghe training, 

a. The Registrar wilh axming Peperts Tor cemx Lense wieh this regu- 
lotion and will distriouce thon eg Breceribcd ia § Paragraph ka. 


Yae Registrar will eater porvinent CSeE, reeecding es exbisfactory 
ccmpletion of courses in the Agsney Ireininge Recoxd, 
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PROCEDURES 


A report will be prepared on cach stucons officially regissercd 
1m @ GouUrso. 


Reporss will be prepared, aceorddng to ome cf the following formese. 


(i) Formas A - is used when cortifieatiaa of attondance ouly is 


ad 


appropriate ema there is no\rating of the students porvosmoneca, 


(2) Format B- is used vnen the student's serformence is doser* ned, 
eoly in ralation to the over-all, obicctive. 1% may be uecd iP 
eijectivel ratings are given, if norre sive Gcseriptiens exc 
used, or if edjectival ratings aro cembined, wlth nesrative 
deseriptions. 


Femmat C - is used waen performances is doseetbod Qecexraing te 
Course scguemts, each segnent rolating to a spacifie COJSCtLVve 
it may be used if adjectival ratengs ore glvea, if narrative 
Geseripticus are used, or if adjectilvei vatings are ecxbincd 
with narrative descriptions. 


Copies of reperte wilk be submitted as follows: 
OP ep 


I? copy XP no empy 
For student for stulent 
ee Fo EA ied 


Format A Original & 3 Original & 2 


Format B and © Original & 4. Original & 3 


Reports will be sent to the Registrar who will forverd the omlsinail 
througa the DIR to the Office of Personnel “or its inclusion im vhe 
gvudent's official folder. #0 Copies Of tic Fepert and the studeat's 
copy Will be seat by the Registrar te the Eraining OPPiceE St tho 
student's component. - Also, exespt for Format A reports, cue copy 
Will be semt to the Assesancat ond: Bvaluction’ Stare, 


Eack report wlli be Iobelod TRATTING ‘REPORT ead ja the heeding wilh 
include: 


(1) Title of course aud scquemtiel number 
(2) Dates of course 


Totel hours of instruction 
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CRECH Of TRAMING REGELARION NO. 25-4 


SUBJECT: raining Reports 


(2) Part-time or full-tine iustruction 
(5) Bumber of students enrolicd 


(6) Rene of student, year of birth, moeth and year of his 
cutry-on-duty, grade, and spensering office. 


(7) Seeurity classification 


Each report will contain an Objectives-Content end Metheds Seceien 


The Objectives-Content end Methed Secsion will consist of 
tyo parts: 


(a) Objectives-Content: Concise, eonercte statceuents of 
intende?. student accamplishment; that is, the major areas 
of knowledge, understanding and skills expected of the 
student at the coupletion of the dastruction. A summary 
of course subject matter may be included. 


(b) Methods of instruction: A brief description of the 
teaching techniques and their proportional emphasis. 


The Achievenent Recomd Saction will vary im accordancs with 
the format of the report: 


(a) If Format A ia used, the Achievenewt Record Section will 
read: "his is a certificate of attendance. No record 
was made of individucl performance in the course." The 
Chic? Instructor should note euy irregularities in ateand- 
anee and may cament oa such matters as the perceptivences 
of questions asked by the student end the nature aad eictens 
ef the student's participation in eless activities. 


Lf Format Bor C is uscd, the Achievement Record Section 
will contein @ deseription of the student's quality of 
performance. The narrative description wilh imelude any 
of the following factors determined by the Chie? Instruc- 
ter to be of significence. 


1. A statement of the student's sampetcace im accomplish- 
ing each majer dojestive or in mastering each major 
area of subject mavter, and. of the quality of his 
work in ecmporigse: with the: of other students In the 
CCurse. 
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& A statement of any spscific strengths and linits- 
tions the stulent had in the mastary of objectives 
and subject matter. , 


ao A comment on evidence of the student's attitude 
towel, avd interest in the course. 


4. A notation oa the student's ettendenes, personal 
background factars og family cireumstenees which 
may have effected his perfornence. 


2 A statenant of the methed of eppraiscing the 
student's performance. (This may be used as the 
introduction te the Achievenent Record Section or 
it may be included in the nerrative on the student's 
performanee. ) 


2. 


Adjectival ratings. When used, the definitions in 
Table A (Page §) will apply end, wherever feasible, 
they will be supported by caments. HOPE: Thres 
edijectival ratings will be used: Excellent, Satis- 
factory end Unsatisfactory. The number of students 
: receiving each will be shom. ‘The individual rating 
our of each student will be indicated by an asterisk. 
Ratings newd not be defined in the report. 


Bo Tf @ student dees not complete a course, & report of incampletion 
The report vill costar (ea eee ia a8 original and four copies. 


coment on the reason for ineonpletion. When the student completes 
the course requirenents, a treining report will. be submitted in. 
eecordance with Paragraph bb. 


h. The comand line, FOR THR DIRECTOR GF TRAINING, will be shown oa 
all reports. The signature of the Caief Instructor and the dete 
of the report will appear below the command Line. 


led 


MASSHEW BAUD 
Rirector of Training 


Attechnenta:; Sample Formate (A, B, & C) 
Distribution: 
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SURIECT: Gesining Reporta 


EXCELLERE 


SATTSPACTORY 


UBSATISFACTORY 


PARLE A 
DEPTNILIONS OF ARVECTIVAL RATINGS 


Student demonstrated unusual cannetence im achieving 
the course objectives. His understanding of tha 
course contess uns wousuelly thoreugh end pereeptive. 
Where skills vere taught, he developed particulerly 
goed facility in their use. 


Student's achieveneat of the course cbjeetives was 
compatent. He dexonstrated a goed underaterding of 
the course ecentent. Where skilis were taught, he 
developed basic facility in their use. 


Student did not dammeatrate adequate cempetenes. 


_ Although he wey have made sone progress he fell shert 


of the mininm stanéscds for achievenent. of the course 
objectives. 
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